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§ 115/ APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76--RM—1 for instructions on completing this fol‘,T'm. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. o

FOR AGENCY USE 1. Agency Address - FOR RECORDS MANAGEMENT USE
Application Dete Department of Education ' Application Number Q
Office of Planning and Development 7CD -5~
Application Number Educational Development Division Date Received Dete Completed
B Pupil Persomnel Services Section MAY 2 g 1982 J'JT!L 3 o 1982
2. Person to Contact Working Title  Telephone Number
Edna Crusselle i . A - Principal Secretary 656-2608

3. Action Requested :
a. [J Establish Retention Schedule; record will continue to accumulate.
b. DO Dispose of present accumulation; no further accumulation anticipated.

| c._[X Amend Application No. __ 76=56 ____ Check One: (B Change; [ Supercede; O3 Void
4, Dates of Series 5. Records Series Title {followed by title used in office,; if different) '
Earliest Latest ’
i To Date GUIDANCE, COUNSELING AND TESTING SCHOOL SURVEY FILES )
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
_I}I_g Chagge

!

7. Record Series Description  This file contains the following documents (include form numbers and titles, if any):

Attach samples of the file.
Documents relating to: No Change

Included are: DE Form 0065, which includes: (1) Number of Students by Sex and Ability Level
Who Dropped Out of School and (2) Follow-up of Previous Years Graduates by Sex and
“Ability Level.Other items previously included were no longer collected as of 1977
and are no longer available.

File is arranged: numerically by Education Service Diétriéts; thereunder alphabetically by schoolr
system; thereunder alphabetically by school name. . o u T

8. Monthly Reference Rate How often are records referred to which are: o
Onetosixmonthsold . . ; Seventotwelvemonthsold__________; Thirteen to twenty-four monthsold

.7

_twenty-five months and older ___

9. Annusl Rate of Accumulation of Records

Lettersizedrawers _______;legalsizedrawers ____ ~ ___:Shelves________:Other fspacify)

. AR_S0_71; Rev.76 Ta e . (Oven)

-, ® b= - - M -



e

YES | NO | 10. Questionnairs  (Place an X" in the proper column)

N
“L“:"_'f:

. Is this the official copy of the series?
Jf not. where is it?

b. Does the series contam confidential mformatlon requmng security hand!mg? lf ves, !:tte {aw or regulation,

¢. Is this a vital record?

d. Does this series have historical or long term research value?

documents be scheduled separately? g

e. Whan one or two documents in the file make it neoessary to kesep the entire file for a long period, could these

] f. Isthe -mwmw copy,”

9. Is the information contained in this series evermlvzed’ and/or recorded in a summanzed report?

Hf ves. attach copy. et o T no
'h. Is there a duplication of this senes in your office, or in another offlce or agency?
it ves, where? _
i._1s this series for 8 major portion of itl reqularly microfilmed? L
_L.Does the record series result in a comouter printout?
11. Retention Requirements The following requires the series to be kppt:
a. State Law , years, - - | d. Audit period - __years.
b. Statute of limitation = _ _____years, . ¢. Administrative need _.years, .
c. Federal law years, §. Federal retention instructions years.
' o e A ] -9
Attach copy or excert of laws'of regulations. Explain administrative need.
12. Approved Dilpomibn instructions This agency recommends that the file series be cut off at the end of each:
0O Catendar Year; O Fisca! Year; O Other then,
O Hold in the current files area e month{s) ___ year{s}; then ‘
D Transfer to local holding area; hold . __vyear(s); then
0 Transfer to State Records Center;hold.__. _year{s); then
O Destroy. '
[J Transfer to State Archwes for permanent retention.
D Other (Specify) ‘ No Change .
. ::-,,’,r-g meonerm®o o B L ;
These instructions apply to al! prior and future accumulations of the series.
: .ALen_cv Head/Designes (Signatyre) . __Date ] Records Management Officer (Signafure) .~ -~ " Date
— 5 | N ' R e [ - e E-l_.‘"'. r . _j,_r._f‘l, H R .
Ma,p% 5’4?8’%%2 Walkil z ‘S@W’”e}a""q’?—"“’ 5-28- 82,
/ ' v o/ '
Date

{\ State Records Commjiffes C(Siynawral
Recommendations in para-

graph 12 are approved, State Auditor/Designee W

e

(It disapproved, attach letter

et oxiarcion N scbdlFommuin | Oariote. Filerr—

6-7-82

L

| Attorney General/Designee —
AR-50-71; Rav, 76 TRever
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